
1 of 6

Cardinal

Cardinal Flowcharting Standards

T
e

m
p

la
te

 K
e

y

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Inter Process Connector. Used to connect steps 

between business processes.   Connectors are 

labeled with UPPER CASE letters.

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Decision 

Outcome

Indicates point at which the process begins. Does 

not represent any activity.

X

End

Entity 

Name

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

On-Page Connector. Used to avoid complex 

overlapping connector lines or to continue a 

process on a subsequent page.  Connectors are 

labeled with UPPER CASE letters.

Manual 

Operation

E

Indicates point at which the process ends. Does 

not represent any activity.

Document

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Step 

Description Start

Represents a process step that is performed within the 

PeopleSoft system. Use a verb phrase (Process Invoice) NOT a 

noun phrase (Invoice Processing) to describe the step.

Batch 

Process

Represents a document of any kind, either 

electronic or hard copy
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2.1.4

Select/Enter

Required

Item(s)

2.1.5

Review 

Requisition 
ANo No

D

Items can be entered in 

several ways:

Selected from Catalog

Selected from Favorites

Selected from Templates 

Entered as Special Request

Once Items are entered the 

Requisitioner needs review the 

requisition to continue updating 

the requisition.

Change Default 

Shipping?

2.1.2

Review/Modify

Default Shipping 

Information

Change Default 

Chartfields?

2.1.3

Review/Modify

Default Chartfield 

Information

Yes

Yes

Requisitioner selects a 

Requestor for whom the 

items are being ordered.

2.1.1

Select Requester
Start

The shipping location default from 

the requestor setup can be 

changed prior to items selection.

The accounting information defaults 

from the requestor setup can be 

changed prior to items selection. 
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A No

Yes
Place on 

Hold?
No

No

2.1.10

Submit 

Requisition For 

Approval

No

2.1.11

Place 

Requisition on 

Hold

No

B

C

Default chartfields from the item can be 

used or overwritten with new chartfields.

Enter 

Comments?

2.1.6

Enter

Comments / 

Attachments

2.1.7

Enter

PCard

Information

Enter Pcard?

Yes

Yes

Place requisition on hold so 

updates can be made prior 

to submitting for approval.

G

Requisitioners can add PCard 

information, that is used to pay 

the voucher, to the requisition.

Requisitioners can add comments 

and attachments to the requisition.

Once a requisition does 

not need additional data, 

the Requisitioner will 

submit the requisition for 

approval.

2.1.8

Enter/Update

Chartfield

Distributions

Update 

Chartfields?

Yes

2.1.9

Enter 

Contract

Information

Enter Open Item Reference 

contract data for Special 

Request items.

Enter 

Contract?

Yes
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Yes

No

2.1.13

Notify

Requestor

Approve?

2.1.14

Budget

Check

Process

2.1.12

Route for 

Supervisor

Approval

Requestor is notified that 

requisition was denied 

and the reason(s) why.

Push Back to 

Requestor?
No ED Yes

F

B

The Supervisor of the 

Requestor receives the 

approval request on 

the work list.

The Approver has the 

option to Approve or 

Deny the requisition.

The requisition can be Canceled or sent back to 

the Requestor to update and submit for approval

The Requisition Budget check 

Process (FS_BP) can be run as 

part of a schedule batch process 

or manually.

 2.1.15

Outbound 

Interface to 

EMS

A custom interface will 

sent outbound work order 

information to EMS.



5 of 6

Cardinal

PR 2 Enter and Process Requisitions – 2.1 Enter and Process Requisition

No

Yes

No

No

Yes

Yes

Yes

No

Yes

Yes

No

No

Yes

Req Sourced 

from Contract?

Req 

Emergency

Sole Source?

Do Informal 

Solicitation?

Req > 

$50,000?

F

2.1.18

eVA 

Solicitation 

Process

PR

4.1

Req > 

$5,000?

Do Solicitation?

Requisition can be copied 

directly to a PO as a 

Vendor has not been 

assigned to requisition.

Auto Sourcing is a 

batch process that 

builds a requisition into 

a Purchase Order

(PO_AUTO_SRC). 

Manual entry of Requisition 

information into eVA.

PR

5.1.3

2.1.17

Cancel 

Requisition in 

Cardinal

Requisitoner has the option 

to send a requisition for a 

solicitation in Cardinal.

Requisition in Cardinal 

is not needed if eVA 

solicitation will occur. 
End

Emergency Sole source 

requisitions are used to 

order any item in the 

quickest way possible.

The requisition lines without a 

contract may need a solicitation. 
Requisition between $5k and $50k 

will be sent to eVA for processing

Requisition greater than 

$50k will be sent for 

solicitation in Cardinal.

Requisitions less than $5k have the 

option to be sent for solicitation in 

Cardinal or copied directly to a PO.

2.1.16

Source 

Requisition

PR

5.1

The new PO will be furthered 

processed in the Enter and Process 

Purchase Orders business process.
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C

Yes

No

YesYes

No No

Using the manage requisition 

page Requisitioners can 

select a requisition to Cancel. E

End

Requisitions on hold need to 

be submitted for approvals.

Submit 

Requisition?

Edit 

Requisition?

Requisitions that are no longer 

needed and have not been sourced to 

a Purchase Order can be canceled.

2.1.21

Cancel 

Requistion

C
Cancel 

Requisition?

2.1.19

Select 

Requisition for 

Editing

Using the manage requisition 

page Requisitioners can select 

a requisition for additional 

processing

D

Yes

G

2.1.20

Select 

Requisition for 

Approval

Yes

Using the manage requisition 

page Requisitioners can 

select a requisition to open 

and submit for approval.
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